Portsmouth, Virginia Police Department 
General Orders Manual 


Investigative Response on Assigned Reports OPR| 11 
Effective: 05.31.88 | REPRINT OF 42-2 2 pages 
Supersedes: | WA 


APPROVED: Joseph Koziol. Chief of Police 


PURPOSE: The purpose of this order is to establish policy and procedures for investigators to follow when they 
are assigned offense reports. 


POLICY: Itis the policy of this department to adhere to Uniform Crime Report guidelines when investigating 
offense reports and conducting follow-up investigations. Investigators will exhaust all investigative leads and will 
attempt to solve the case. 


PROCEDURES: 


1. Upon being assigned an Offense Report, the investigator should first determine whether the report is 
inactive, open, cleared by exceptional means, cleared by arrest, or unfounded, then follow the procedures 
as outlined below for each category. 


2. The investigator shall maintain files of all cases assigned to him. All case files will be appropriately 
labeled with the date of incident, name of victim, name of suspect or arrested person. 


The file shall contain the offense report, any supplementary reports, statements, reports of disposition of 
any property stolen, confiscated, recovered, or otherwise pertinent to the case, plus arrest reports, and 
anything else the investigator deems pertinent. 


3. When the investigation is complete, the investigator shall close the case under (and include in the file a 
statement giving) one of the following labels: 


A. Cleared — An arrest has been made in this case. 


B. Exceptional Clearance — The identity and address or exact location of the culprit is known and 
sufficient evidence to obtain a warrant exists. However, due to some reason outside the control 
of the police, no arrest will be made. Examples: Complainant will not prosecute, perpetrator is 
dead, subject arrested by another jurisdiction and no charges will be placed by the department. 


C. False Report — The reporting party lied in order to mislead the police concerning the incident. Do 
not confuse unfounded and false report. It is a violation of the law to deliberately make a false 
report. An unfounded report is usually made in the belief that the offense actually occurred, but, 
in fact, it did not. 


D. Inactive — All leads have been exhausted. No further investigation is possible or practical until 
new leads develop. 


E: Unfounded — The offense did not really occur in the first place, although at the time of the original 
report, it was believed to have occurred. If the investigation has exhausted all leads, yet the 
possibility remains that new facts may come to light given future inquiry, the case shall remain 
open. 


4. Predetermined Inactive Report 
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On felonies, the quad sergeant will notify the complainant and will note same on report. If the 
complainant cannot be reached by phone, a form letter will be sent and so noted. 


No Supplemental Report is required on a report, which is checked inactive. 
A predetermined inactive report does not have to be returned to Case File/Report Review office. 


Upon receiving a predetermined inactive offense report, a Supervisor or investigator may feel this 
reported offense or incident should or could be worked. The investigator may already have some 
knowledge in regards to this case or he may receive additional information, which will enable him 
to work or solve the case. If this is true, then the investigator will work the case, and if he is able 
to clear it, then and only then will he submit a Supplemental report clearing the original offense 
report. 


5. Open Report 


A. 


B. 


Contact the Complainant. 


A Supplemental Report is required within fourteen (14) days after being assigned an Open 
Report. The Supplemental Report may inactivate or clear the case. If the report is inactivated, 
then submit the Supplemental Report to your supervisor. The investigator may keep the pink 
copy of the offense report. 


The investigator may indicate that he wishes to continue an investigation by stating: 
“Investigation Continuing” with supporting explanation on his fourteen- (14) day Supplemental 
Report submitted to his supervisor. Upon submitting this Supplemental Report another 
Supplemental Report is required within fourteen (14) days after the first Supplemental Report is 
submitted. 


The Supplemental Report may be clearing the Offense Report by arrest. (See attachment 1). 
The investigator will submit a Supplemental Report to his supervisor when clearing the report by 
arrest with the information provided at the bottom of the Supplemental Report in regards to 
reports cleared by arrest. Turn in the pink copy of the Offense Report with the Supplemental 
Report. 


The Supplemental Report may be clearing the offense Report by exceptional meas. (See 
attachment 2). Submit a Supplemental Report along with the pink copy to your supervisor within 
fourteen (14) days, clearing the report by exceptional means and provide the information on the 
Supplemental Report at the bottom for arrest, also give the reason for no prosecution. In the 
case of felonies, give the name of the Commonwealth’s Attorney who concurred with the 
Clearance. 


6. Predetermined Arrest, Unfounded, or Exceptional. When the investigator receives an Offense Report, which 
has already been cleared by one of these indicators, no Supplemental Report is expected. This report is 
provided for the investigator’s information. 


7. A field interview card will be completed on all physical arrests. 
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